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ROYAL—the standard typewriter 


in portable size! 


e Office typewriter keyboard! 


f 


e Office typewriter controls! 


e Office typewriter touch! 


e Office typewriter margins — 
“Magic” Margin, automatic 
margin both left and right’ 





Royal Portable aids speed, accuracy at school! 


Royai Portable is like an office type- 
writer in the three important ways so 
necessary to students: (1) Keyboard, 
(2) Position of Controls, (3) Touch. 


Practice at home on Royal—The 
Standard Typewriter in Portable Size 
—saves you time at school. You learn 
faster. You have the chance of getting 
a better-paid job later on. 


You'll be amazed how rapidly your 
speed and accuracy increase when you 
use Royal—The Standard Typewriter 
in Portable Size—for home practice. 


ROYAL—World’s 


Says World Champion Portable 
Typist Cortez W. Peters, “This type- 
writer has the right feel—and how! 
I will do 140 to 150 words per minute 
on it from straight copy.” 


Ben Posner, Renowned Speed Typ- 
ist, tells you: “Its easy-writing quali- 
ties convince me this new Royal is far 
ahead of anything ever developed in 
the portable field.” 


So, give your business career a 
boost with a Royal Portable. Decide 


to own one soon. 


No. 1 Portable 


The Easiest-writing Portable Ever Built! 


“*Magic” and ““Touch Control” are registered trade-marks of Royal Typewriter Company, Inc 























All These Features, Too! 


® Speed-King Keyboard and high- 
speed key action! 


© Finger-Flow Keys of non-glare 
plastic! 


¢ Finger Comfort Carriage Controls! 
® Automatic Paper Lock! 

® “Touch Control”! 

*® Locked Shift Freedom! 

® Balanced Spacebar! 

*® Rapid Ribbon Changer! 

® Paper Lock Scale! 


© Picture Window Writing line visi- 
bility and full 9-inch writing line! 


* New Triple Spacing! 


® New Contour Case! 











NITKRANTTEN KURO RID A Matsasme level atte CARBON PAPER 





"That numbered scale saves my time 
and makes my work neater" 


says LOUISE MACLEOD, Secretary to 
Bruce Barton, famous author and businessman. 











Yes, Webster's MultiKopy Micrometric Carbon Paper is the 
first choice of outstanding secretaries everywhere. Why? 


Easy! From their experience they know that Micrometric's 
exclusive numbered scale edge eliminates guesswork — 
shows exactly how many lines of typing space remain. No 
more time wasted retyping letters because you've run off 
the page! It's like having a brand new time-saver built 
right into your typewriter. This edge scale is also handy 
for removing the carbon paper. Keeps hands cleaner and 
copies free from smudges. And costs no more than other 
high quality carbon paper. 


That's why alert future secretaries are learning to use 
this remarkable "office helper" in schools. Get acquainted 
with it now! 


F. S$. WEBSTER COMPANY 


i 17 Amherst Street, Cambridge 42, Mass. 
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lake to make the boats bob a little 
in the water .. . sunshine . . . casual 
clothes. And, like the girl on our cover, 
you're scanning far horizons. That won- 
derful, long-awaited time is here—you're 


Juv ENOUGH BREEZE across the 


on vacation. Our issue this month sums 
up some of the facets of that magic sea- 
son: places to go, how to pack, tips on 
how to take the sun, and clothes for fun 
—like the White Stag casuals on our 
cover. For details and more of same, see 
Fun Fashions, beginning on page 451. 


Summer, Ahoy! 


W ITH THIS ISSUE, We slip the cover on 

the typewriter and put away our 
shears and paste pot. We're off for vaca- 
tion until time to get ready for our Sep- 
tember issue. Topay’s Secretary, like 
its predecessor The Gregg Writer, doesn’t 
publish July or August issues, but mem- 
bers of the staff will be here on a rotating 
basis planning for next year's features; 
so your letters, notes, and suggestions 
will be welcome. If you trek to any 
whooper-dooper spots this summer, send 
us a card! 


FROM AND TO 


THE EDITOR 





Meet the Authors 


peo we wind up the volume, we 
want to explain one thing: Why the 
articles in this magazine are so good. 

Writing, like shorthand, takes practice, 
and lots of it. Right there is the secret 
of our articles—practically all our “reg- 
ulars” are professionals. Let’s go down 
the list for a moment: 

Frances Avery Faunce, writer of our 
“Nine to Five” career stories, is the co- 
author of Secretarial Efficiency, the sec- 
retarial-practice textbook that is used in 
most business colleges and universities. 
... E. Lillian Hutchinson, the Transcrip- 
tion Talent Teaser in person, is coauthor 
of The English of Business and of a new 
book that will be off the press this sum- 
mer, Reference Manual for Stenographers 
and Typists. . . . Marie L. Carney, the 
Emily Post of business, is author of The 
Etiquette of Business. 

Madeline S. Strony, who reports her 
talks with executives, is educational di- 
rector at Gregg; she travels widely to 
confer with and address business teachers. 
She is coauthor of another new volume 
that will make its appearance next fall, 
Successful Secretarial Techniques. , 
Charles Lee Swem, as every veteran in 
shorthand knows, is the author of all the 
classic books that are used in training 
Gregg court reporters. . . . Homer Smith, 
who writes the facts about office sup- 
plies, is the author of a long series of 
training bulletins published by the Na- 
tional Stationery and Office Equipment 

















Association. ... Dr. A. E. Klein, the man 
who tells you how to build shorthand 
speed and accuracy, has a new book 
coming off the press soon: Graded Drills 
in Gregg Shorthand Simplified. 

Right on our own staff, Editor Alan 
C. Lloyd is author of one book, Personal 
Typing, and coauthor with Harold H. 
Smith (whose name has already been on 
nine other typing textbooks) of a new 
book written especially for college-level 
classes—Typewriting Technique for Col- 
leges—due to come off the press this sum- 
mer. . . . Marthe Angerer, the associate 
editor who has brought you Tessie and 
the fashion pages and the “new look” to 
the magazine, is a former editor of The 
Woman magazine. . . . Charles E. 
Zoubek, our shorthand editor, and Louis 
A. Leslie, who helps you “wonder about” 
the fine points of shorthand, are the Leslie 
and Zoubek who are coauthors of all the 
Gregg Simplified textbooks. 

Authoritative—that’s us! 


Surprise Package, Last Page 


ee SHORT sTORIES we publish each 
month are chosen for dramatic sit- 
uations and general appeal. Since they 
are about true-to-life characters, the dia- 
logue, especially, sometimes includes col- 
loquialisms or vernacular. To help out 
readers enjoy the stories without puzzling 
too long over unique Or special outlines, 
we're initiating, this month, a “Glossary.” 

If you turn to our last page, you'll find 
a column of outlines from our shorthand 
stories and articles for this issue, keyed 
to the page from which the terms are 
selected The arrangement follows the 
sequence in which they appear in the 
shorthand plates 

We think vou'll find this new feature 
a real help—not only in reading, but as a 
handy guide to intriguing new outlines 


that vou may want to make vour own 


IN THE NEWS 





With That Fly-Away Feeling 


EVE FEATURED stories this vear on 
secretaries like Louis Primiano ( Feb- 
ruary), who works for a rail executive 


and sometimes does | 


‘is typing on the 
train en route to meet his boss: but we 
were amazed to hear that an airline is 
now providing portable typewriters for 
its passengers so that they can type whil 
flying! Continental Airlines recently be- 
gan offering brand-new portables for us« 
on flights in their “Convair” planes 
Seems they reasoned that if a passenge T's 
lap could serve as a dining table aloft it 


could also double as a typing table! 


A Remarkable Record 


urn 175-word-a-minute medal and 

spe ial congratulations went last 
month to Miss Raeburn Edgington, 
senior at Hammond (Indiana) High 
School. Miss Edgington, the first student 








Sounfpord 
Poniz 


OLUE BLACK 


Accurate shorthand is so easy- 
going with SANFORD’S PENit 
Fountain Pen Ink! That's because 
this ink comes from the sensible- 
sized bottle .. . fresh and free-flowing 
... assuring natural “‘g/lide-ability.” 
So, for clean-cut, vivid outlines and 
split-second starting in dictation, 
always use a good pen with 
SANFORD’S PENit Ink. 


ONE BOTTLE OF SANFORD’S PENIT 
FOUNTAIN PEN INK GIVES YOU 


600,000 snor BOLS 


This sensible-sized 











} 
SANFORD PENit bottle 
provides you with a constant supply of fresh, 


free-flowing fountain pen ink . . . enough to 

write 600,000 shorthand symbols. Actually, that’s 
all the ink an average user can keep fresh... 
all you'll need to keep your dictation 
pen at TOP PERFORMANCE! 


S. ; ) FOUNTAIN PEN INK 
| A 
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Business 
ACerS 


VIA 


ARG 
COLLAGE 


@ Executive 
Secretarial 


@ Secretarial 
@ Stenographic 
@ Court Reporting 


@ Bookkeeping 
and Accounting 


@ Business Practice 
and Procedures 


@ Office Machines 


Methods Courses for 
Business Teachers 


Intensive Secretarial 
Course for College 
Students 


Only high school graduates 


accepted. 


Write for free bulletin. 


The GREGG COLLEGE 
Dept. T.S., 37 South Wabash Ave. 
Chicago 3, Ill. 


The Home of Gregg Shorthand 
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of Gregg Simplified to reach this’ ttt, 
is also one of the very few shorthand 
writers at the student level to master a 


speed usually achieved only by top 


career secretaries and court reporters. 





Raeburn Edgington, 175-word-a-minute 
medalist 


Beautiful, but Not Dumb 


 femceey of the $2500 grand prize in 
“High School Beauties” contest spon- 
sored this spring by the New York Daily 
News was 14-year-old Barbara Rose 
Spiegel, of the Bronx. Hazel-eyed, bru- 
nette “Barbie,” a sophomore at Christo- 
pher Columbus High School, is one of the 
top shorthand students (grades in the 
90’s) of Mr. Adolph J. Kestenbaum. One 
of the best new pictures of the Teen 
Queen shows her, in fact, doing her home- 
work. Yes, it’s Gregg! 





Courtesy of The News, New 
York’s Picture Newspaper 


Barbara Rose Spiegel, New York Daily 
News beauty contest winner 


Texas Tessies 
| nema Eprror: My appreciation of the 


wonderful service your magazine is 
rendering secretaries and future secre- 
taries. Through your efforts, I have 
learned how to provide a greater service 
to my employers. My major is Secretarial 
Service, but many of my friends who are 
interested in Speech, Home Economics, 


TODAY’S SECRETARY e June, 1951 


Foreign Trade, and Art are avid readers 
of your magazine, too. They always are 
eager to read your articles on fashions, 
budgets, and business etiquette. Your fea- 
ture last March introducing “Tessie,” the 
perfect working girl, symbolizes efficiency. 
Students of Texas State College for Wom- 
en are known by many as Tessies. They, 
too, strive to reach top rating.—Joan L, 
Noyes, Denton, Texas. 


TESSIE QUOTES 


YOUR NOTES 





D™ Tessie: I don’t think you really 
solved Edwina’s problem in your an- 
swer to her letter on page 393 of the May 
You tell her to forget about the 
hiccups and have confidence in herself. 
That’s a good idea, but it is one of those 
said than things. Confi- 
dence isn’t something you pick up in your 
last year of secretarial training. It’s a skill 
that comes gradually, with experience. 

Therefore, since Edwina hasn't yet had 
the opportunity to acquire true confidence 
and is still stuck with her hiccups, I feel 
that you should take up her problem 
from that point to be of real help to her. 

If you get to hiccuping in the middle 
of a dictation test given by a personnel 
supervisor, he'll realize the nervous ten- 
sion you are under (being trained in 
public relations as he is) and will take 
this into consideration. So you need not 
be too embarrassed. 


issue. 


“easier done” 


F, after you obtain the position, you 
das still plagued with the things and 
they occur in the middle of dictation, 
keep in mind that your boss is human, 
too, and that he'll probably understand if 
you excuse yourself to get a good stiff 
drink of water. That will usually drive 
the hiccups away. And nine chances out 
of ten, when you return to the scene of 
action, you'll find that he’s amused by the 
incident—it may even bring you closer 
together in your understanding of each 
other’s problems. It would be quite dif- 
ficult, anyway, for him to dictate while 
you are making interesting little sounds 
of your own. 

Best of all, you'll find your confidence 
finally growing. The worst has happened 
—you've taken the dictation and com- 
pleted your assignment satisfactorily in 
spite of the hiccups! And that big prob- 
lem will seem smaller and smaller each 
day. 

If possible, Tessie, I wish you’d pass 
this letter on to Edwina for me. Sincerely, 
Jane Gates—a secretary with two years’ 
experience. 


Thanks for your letter, Jane! Readers 
who would like to offer Edwina and oth- 
ers help in getting over those “first-job 
jitters” will always find this column eager 
for suggestions. Let's hear from you over 
the summer, so that we can print some 
of your advice next fall. 











Appearance is just as important in letters as it is in 
people .. . or products. 


Every letter typed on an IBM Electric makes a 
perfect impression, has the distinctive personality which 
assures a friendly reception. 


Turning out first-class work is simple with an IBM 
Electric. It is so easy to use . . . so responsive to your 
lightest touch .. . so saving of your time and energy. | 590 Madison Ave., New York 22, N. Y. 


IBM, Dept. TS-3 


Please send descriptive folder on the 
IBM Electric Typewriter. 


INTERNATIONAL BUSINESS MACHINES CORPORATION 
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Don’t File It —HANG IT! 


" Oxford PENDAFLEX 
HANGING FOLDERS 
Cut Filing Costs 


20% or More! 


Folders hang by 
hooks on frame 









Frame fits in 
file drawer 


Instant 
reference to 
every folder! 


Send for Catalog 
OXFORD FILING SUPPLY CO., INC. 


Clinton Road «+ 








Garden City, N. Y. 














O Memeo O 





TO WRITERS OF 


ANNIVERSARY GREGG 





In our storeroom we have a limited quan- 
tity of bound volumes of past years’ 
Gregg Writer magazines. Each volume 
has about 50,000 words of plate mate- 
rial written in perfect Anniversary Gregg 

. reporting articles by Swem .. . 
charts and word lists . . . and.so on, 
which will not be published again. Would 
you like to have these for your library 
and future study? Then here’s a bargain 
offer: One volume, $4; a second volume, 
$3.00; each additional volume, $2.50. 
While they last! 


SEND ORDERS WITH REMITTANCE TO 


Gregg Magazines 


330 W. 42nd St., New York 18, N. Y. 
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Obi, GOES 





HE WEEK I WROTE MOTHER to 

tell her I wanted to spend my va- 

cation at home this year, I had two 
letters from her and three from my friends 
in Springfield all asking the same ques- 
tion: “Are you coming home for vaca- 
tion?” Even my bfother Andy broke down 
and wrote. That was quite a shock. 

It isn’t that Andy can’t write. He is 
now eighteen, and his teachers tell us he 
has been able to express himself via the 
written word since the age of eight or so. 
But it’s still hearsay. No one in our family 
has ever seen proof. 

When the subject comes up, Mother 
gets a pained look and mutters something 
about his writing when he was away at 
camp. She may be right, but I think she’s 
probably just confusing it with some extra 
laundry tags he sent home. 

I must admit I was impressed when I 
heard from him the other day, though. 
It wasn’t much—a post card showing the 
interior of “Chuck’s Wagon” (that’s out 
on Route 6, and the gang always goes 
there on Friday night). But on the re- 
verse side, where there’s room for a 
message, I found these deathless words: 

Chuck says Hi. Come home this 

summer and you can drive the heap. 

Andy has changed. I used to think I 
knew that boy. But when he offers me 
the car . . . Il-wonder. Age—or something 


—has mellowed Wirm..The “heap,” by the 
way, is Ford ‘35 and all rattle, but -it’s 
transportation to the lake this summer. 

Swimming reminds me: there’s a new 
that sounds slick. It’s 
bracelet bag 


combination out 
called a Skol “Sun-Time” 





ke ; —— 


(pictured here), and it comes in pastel 
shades of linen or burlap, “Cravenetted” 
sO you can Carry a damp swimming suit 
without its soaking through. A bamboo 
handle carries out the “bracelet” idea. 
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One of the inside pockets holds a plas. 
tic bottle of Skol suntan lotion, which is 
included in the price of $4.98 plus tax. 
The Skol people set “late spring” as the 
date to make it available in department 
and specialty stores. That should mean 
now! 


ery CAME TO MY DESK the other day 
of one of those items that make you 
automatically say, “Why didn’t somebody 
think of it a long time ago!” 

This is an eraser shield, plus. Attached 
to the standard “cut-out” shield is a 
flexible plastic handle that holds a twin 
shield to place under or over the carbon 
so that second sheets don’t get messy! 

It’s called the “Allen-Quik Twin Eras- 
ing Shield.” Costs 59 cents, from Allen 
and Company, manufacturers of carbon 
papers and typewriter ribbons, 11-15 
Vandewater Street, New York City. 


NE OF THE GIRLS at the office came 
back from lunch the other day with 
a picture of the Father's Day gift (be 
low) she has picked out for her dad. 





It’s a sterling silver “Auto Crest Key.” 
At the top is the heraldic insigne of your 
car, and they’re available for Chevrolet, 
Buick, Dodge, Plymouth, Pontiac, Chrys 
ler, Ford, Oldsmobile, or Cadillac. 


She’s having the reverse side engraved 


with her father’s name, address, and 
license number; but she expects him te 
take care of having it cut to fit the ign 
tion lock. Price is $3.95, tax included 

A companion gift is the heraldic de 
sign attached to a key tag, at $5. Both 
gadgets are packaged in velvet-lined gift 
boxes and sold by Kimberly Products 


Company, 43 East 32 Street, N. Y. C. 16. 


A FATHER’S DAY PRESENT I’m consider 
ing is a new humidor for our Unck 
Amos in Cleveland. He’s a bachelor, and 
a little crotchety in his ways. (Mother 
always says, “No wonder. No wife around 
to look after him!”) He’s almost a cari- 
cature of the “Bachelor Uncle.” He 
smokes a pipe almost incessantly, and the 
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SHOPPING 





frst thing he does when he hits the front 
joor is to take off his shoes and get into 
iis slippers. 

Since we'll never talk him into wear- 
ng new slippers, I'm considering the new 
Manufactured by Columbus 
Products, it’s made of Lustrex 


yumidor. 
Plastic 





variegated black and _ gold 
Inside the cover is a clay hu- 
midifier to keep the tobacco from drying 
ut. The price, though, is the best news 
of all. The small one (half-pound size ) 
is only 89 cents and a full-pound size is 
$1.19. Stores that carry smoking acces- 
sories have them. 


styrene in 
abov 2). 


UTEX HAS COME UP WITH A NEW 
C BOTTLE that rates blue ribbons as the 
Package Scoop of the Year! It’s a nail- 
polish bottle that not only measures out 
automatically just the right amount of 
polish to cover one nail perfectly, but 
won't spill a drop if it’s knocked over! 





This 


new container, called (appro- 
priately enough!) “Spillpruf,” has a bot- 
tle neck that regulates the amount of 
lacquer needed for a single nail. It’s 
scheduled to be in stock at variety, drug, 
and 5-and-10 stores after May first for 
just 15 cents, plus tax. 
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Here’s the brand new Line-a-time —to heip you type faster, easier 
than ever before. 

Line-a-time sparkles with features to make your transcribing 
easier than ever before—for it assures correct, “right before your eyes” 
reading. Exclusive Trans-vue line guide indicates line being copied 
and also lets you see ahead several lines to spot copy changes. New 
Space-celector adjusts instantly for single, double or “free-wheeling” 
spacing. Exclusive “no fumbling” Turn-a-page Pocket makes pages 
easier to turn and hold in position. And it’s Light-Conditioned —a 
twist of the knob sets copy to the right angle for maximum lighting 
and readability. 

Banish the strain and fatigue of old fashioned transcribing with 
the new Line-a-time...and see your boss smile when you turn in 
more and better work in less time and with less effort. 


free brochure shows in detail how 
Line-a-time “right before your 
. eyes” transcribing ends typing 
aches and pains... helps you type faster and more 
accurately. Send the coupon today. 










ot ™ 5 
aos 


Remington Rand Business Machines & Supplies Division 
Room 2127, 315 Fourth Ave., New York 10, N. Y. 


[] Please send me the folder RSL 212 describing the new Line-a-time copyholder and 
how it will ease my typing. 

[) Please arrange for a free demonstration of the new Line-a-time in my office. No 
obligation, of course. 








Zone _______ State 





pes erecseeeeees sees = "am 
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Remington Rand LINE-A-TIME copyholder 





“In the classroom... 


win aes the gob. 
you'll need this 


Gull Kit 





of Work Aids” 





STANDARD HANDBOOK 
FOR SECRETARIES 


SIXTH EDITION 
by HUTCHINSON 


@ A complete handbook of facts, 
forms, practices, and standards .. . 
and how and when to use them. Sixth 
edition gives new information on: Eng- 
lish and grammar, abbreviations, 
postal regulations, government agen- 
cies, trademark and copyright regula- 
tions, and business and banking 
papers. All the up-to-the-minute data 
necessary for expert secretarial tech- 
nique. Effective as a text in office- 
practice or in-basic or review English. 

616 Pages. List, $2.80. 


ETIQUETTE IN BUSINESS 
by CARNEY 


@ Gives the an- 
swers to social 
problems in busi- 
ness and a syste- 
matic program for 
personal improve- 
ment. Features 
topic organization, 
study guides, illus- 
trations, and personal development ex- 
ercises. Gives functional solutions to 
difficult business situations, writing tact- 
ful letters, speaking, travel, entertain- 
ment, grooming, and others. 

514 Pages. List, $3.25. 





20,000 WORDS 
NEW THIRD EDITION 
compiled by LESLIE 


e@ Just off press! The revision of the 
popular pocket-sized dictionary for 
transcribers. It gives only the essen- 
tials—spelling, word division, and ac- 
centing —no space-consuming defini- 
nitions or other matter that the tran- 
scriber rarely uses. Bonus Feature: spe- 
cial section on spelling pointers, rules 
for word division, and a list of 
homonyms. Invaluable to the student 
. in class . . . later in business. 


334 x 5%. List, $.96. 


PRACTICAL BUSINESS 
PSYCHOLOGY 


by LAIRD and LAIRD 


@ A new treatment of applied psy- 
chology written for the business stu- 
dent. Shows how to use psychology to 
become a better employee and a bet- 
ter boss. Technical terms clearly de- 
fined and important principles appear 
in special bold type. Each chapter of 
easy assignment length . . . starts with 
an overview and ends with exercises 
in practical business thinking. High- 
lighted with photographs, “chartoons,” 
and self-rating scales for personality 
traits. 550 Pages. List, $4.50. 





WORD LIST OF GREGG 
SHORTHAND SIMPLIFIED 


by GREGG, LESLIE, and ZOUBEK 


@ The dictionary of Gregg Simplified 
—authoritative, official. Contains in 
print and in shorthand 26,098 words 
(Part 1), 2,604 proper names and geo- 
graphical expressions (Part 2), and ab- 
breviations (Part 3). Three dictionaries 
in one! Every career-minded student 
should have a copy. 

328 Pages. List, $2.40. 


- 


PHRASES OF GREGG 
SHORTHAND SIMPLIFIED 
by GREGG, LESLIE, and ZOUBEK 


@ Here's virtually every phrase you'll 
encounter in business—over 4,000 of 
them! Contains a list of business 
phrases, alphabetically arranged (Part 
1), 500 most-used business-letter 
phrases (Part 2), listing of phrase fami- 
lies for skill practice (Part 3), and 
legal phrases for advanced study (Part 
4). 128 Pages. List, $1.30. 


Ask your instructor to order these important career aids for you. 


Let them help you to grow in your job. 


THE GREGG PUBLISHING COMPANY 


Business Education Division 


New York 18 330 West 42nd Street 


Chicago 6 111 North Canal Street 


144 


68 Post Street 
2210 Pacific Avenue 


San Francisco 4 
Dallas 1 
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McGraw-Hill Book Company, Inc 


50 York Stree 
51 Russell Squort 


Toronto 1 
London, W. C. 1 
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u'll 
of 








ess 

art sis _ , 

ter bee OUTGOING BASKET is empty. The last of the letters has been 
mi- typed and consigned to the mail chute. The elevator man grins as he 
and takes you down for the last time. You're heading for vacation! 

2 < By bus or car, train, boat, or plane, you're going off to sunshine and 


change. There'll be new places to explore—a ranger station, an old water mill, 
a stretch of woods on a lake shore. Perhaps even a Governor's Palace at 
magnificent Williamsburg, Virginia, during a stay at the Williamsburg 
Lodge (above). 

You'll pedal a bike through village streets and hunt for souvenirs in vener- 
able shops. Because travel means change, you'll meet new people whose 
accents will fall strangely on your ears; and, like the good traveler, you'll 
come home enriched. 


tree! To inspire your going-away plans, we present on the next two pages a 





e ° . . +. ° > 
- portfolio of places gay and quiet, bustling and quaint, offering a preview of 





the fun youll have when you go vacationing. 


The ranch vacation means western boots, “Levis, 


and “wide open spaces.” Food, exercise, and fun are 


vigorous; and, just in case guests have any unused 
energy after sunset, there’s always square dancin’, 


Prescription for a perfect afternoon: a boy, a girl, a 
panful of fresh-caught fish, and a guide to fry 

‘em. Maine offers swimming in erystal-clear lakes, 
hiking, 


The El Capitan, Santa Fe’s erack streamliner 
covering the Chiecago-Los Angeles run in less 
than 40 hours, is all-coach, 


National bus lines, like Greyhound, offer 
top service at low cost to every part of the 
L.S., plus connections to Canada, Mexico. 
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informal—often inexpensive—fun at fine resorts. 








a 
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Sun Valley, Idaho, world-famed winter resort, also rates high in summer appeal. Two- or four-bed “chalets” are budget-priced. 


- 


Quebec, like Franee, its mother country, is charming. Business Fun’s on deck: new Furness Ocean Monarch 
girls find its scenery, sports—and speech—foreign and exciting. to Bermuda offers all-expense trips from $125. 
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Forty-three indispensables pack perfectly in a 21-incher, says an expert . . . and shows how 


Me AND MORE secretaries are finding that 
one of the best “vacations” is the capsule variety 
compressed into a week end. Packing for that week 
end can be a problem, though, because it usually 
means limiting clothes and “fixins” to a small suitcase. 
One solution is the “Carol Lane System.” Carol Lane 
(left), who travels more than 50,000 miles a year as 
Women’s Travel Director of the Shell Oil Company, 
is a real expert on the subject. By utilizing every cubic 
inch of space, she actually packs all 43 items above in 
a 21-inch suitcase. One trump is double-purpose 
clothes and a wardrobe that requires only a single set 
of accessories. These leave room for such eminently 
practical items as a small folding ironing board, “travel 
iron,” and extension cord; plastic overshoes and fold- 
ing umbrella; travel clock; and a miniature sewing kit. 
How these and the other essentials go in smoothly is 
demonstrated in the pictures opposite. 
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1. Heavy articles such as iron, shoes, alarm clock, 
and soap dish (holding jewelry cushioned in 
cotton) go in snugly in bottom of bag to keep 
them from shifting around and mussing clothes, 





[4 


2. Sweaters take up less space and get less 
wrinkled if they’re rolled instead of folded and 
placed along the front of the case to cushion small 
articles on the bottom of the bag. 








3. Pack your suitease in layers, separated by tissue 
paper, so that you can find a single item and remove 

it without disturbing the rest of the contents. Stockings 
go into gloves to prevent snagging. 


4. Carol Lane packs her suit skirt lengthwise, letting 
hem end hang out. On top she places top half 

of jacket. Next she folds skirt end back over jacket sleeves, 
and finishes by flipping up bottom of jacket. 


5. The cheek list of every article she’s taking 

is made out by Carol Lane a few days before she packs, 
When all the articles are stowed away, 

it goes in the pocket to help in packing for home. 








if you haven’t done anything rugged-er for 50 weeks 


than buck the crowd at the elevator, don’t climb a 


mountain or play 18 holes the first day you’re away... . 
Your back will break, your bones will ache, and Ol’ Man Sun’Il getcha! 


Vacations: 


Vim, Vigor, or 


by Elizabeth F. 


Bryant & Stratton Business Institute 


ACATION AHEAD! 


Two weeks circled on 


JGUST a 


| 2 3\4 yg 







your calendar for fun in 


By) =—he tthe sun. This is a marvel- 
ous opportunity to relax 
from the daily routine of 


ae JACK the office and return to 


GOLD wiTH 
' your job rested and in top 
physical condition. 

For days travel agencies have been sending, at your 
request, folders describing, in glowing adjectives, the 
lake in the mountains, ideal for swimming, or a “plush” 
where one dines with a back- 
You finally 


chosen just the right spot. You have the confirmation 


resort at the seaside, 


ground of soft, romantic music. have 
of your resort reservation, your train tickets have been 


bought, and your clothes are all ready to pack. 


A SEASONED TRAVELER knows a great deal about lug- 
gage, what to take, and how to pack it. Certain travel 
necessities, which will be useful for many years, make 
packing for a trip very simple. Get a wardrobe case 
to carry your clothes easily. A waterproof kit with 
zipper top is wonderful for holding all the toilet ar- 
ticles you use for daily grooming, as well as a few 
simple first-aid remedies for sunburn, headache, and 
minor cuts. Another kit might be useful for repair 
equipment, such as clothesbrush, shoe cleaner, scissors, 
and needles threaded with several lengths of various 
colored threads. 

Now itemize the clothes you are going to need; and, 
as you pack, cross each one off the list. Also include the 
creams, lotions, nail polish, toothbrush, comb, wash- 
cloth, and other items; for, although it may be possible 
to get replacements at your vacation spot, it’s usually 
inconvenient and expensive. 

Pack carefully, 


first putting in shoes wrapped 
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Trumper 
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then the grooming and repair kits; next fold in 
your lingerie and sportswear, 


tissue, 
including bathing suit 
and cap, shorts or slacks, and sweaters; add an incon- 
spicuous, easily folded robe and travel slippers; last, 
place in the dresses that you know you will want to 
wear. As you check each item, don't 
forget belts and other accessories 


that you wear with each dress. 


a 
Everything in? Now click vour 
: ; ZS 2 j 
bag shut. You have vour money or B Se Ax, 
; b 

-aveler’s checks. tickets. and c Zz Aa Z 
travelers checks, tickets, and con- : torte 2 
: é ; a Za “eB 
firmation of hotel reservation in . 7 | 
your handbag; you're on your way > sess, 
“a é ae ks i Ym 2 @,*, 
for two weeks of fun. L ae ce 


BECAUSE FOR FIFTY WEEKS OUT O} 
THE YEAR you arent very active, it 
makes sense 


to accustom your body gradually to in- 


creased activity during this vacation period. If you 
don't ex- 
Start in 
gently, and keep well with- 


havent been near a golf course in months, 


pect to shoot eighteen holes the first day. 


in your physical limits. 
Don't stay 


too long, and 


in the water 
always re- 
member it’s safer — and 
to swim with a 
crowd than solo. Be kind 
Protect them 


from beach glare by wear- 


more fun- 
to your eyes. 


ing good sun glasses. 


<a 
a+“ — 
SS — 


Heavy meals, sometimes 


temptation away from 
home, can overtax your 
digestive system and add heat to your body. Doctors 


say that milk is the perfect hot-weather food, for its 


(Continued on page 483) 


1951 





Se. rr eo eee ewer eee 





























Above: Smart for scanning a sea—or a seaman: White Stag’s 
hip-length blazer (about $7.50), plus matching crew hat 
($1.95) and ditty bag ($2.95) of red or blue striped saileloth. 
Teamed here with deck trousers (see cover caption below). 

At Lord & Taylor, New York; Bullock’s, Los Angeles; 

A. Harris, Dallas. 


Right: You'll tuck sugar lumps for your favorite mare 

into the patch pockets of this saileloth “Village Square Skirt” 
by White Stag (about $5.95). With it: a sleeveless 
sunsquare vest (about $3.95). Both in a range of summer 
colors including coffee cream, sail red, and citrus 

yellow. Stores as listed above. 


On the Cover: White Stag’s classic rope-belted “deck 

trousers” (about $5.50), topped by a trainman’s jacket ($6.95) 
and crew hat ($1.95)—all of saileloth—available in seven colors 
plus white. At stores above. 
















‘ 


Below: Fun to wear at home or at 
beach: “Bountzee Bootz,” unique 
washable terry-cloth tops on a springy 
sole of foam rubber ($2.95). By mail 
only, from Dept. T, Betty Co-Ed, 
1573 W. Washington Blvd., 

Los Angeles, Calif. 








Tine Fashions 


Left: To keep you cool as an Eskimo pie, Koret’s 
afternoon dress in off-white Erwin denim, new this 
summer. Also available in pink and faded blue (under 
$9). Write Today’s Secretary for store nearest you. 





.— an 


Above: With a sleeveless sheer blouse, Junior House 
teams an “Everglaze” chintz skirt that duplicates 

an old ship’s map (about $8.95). Nice fillip: a fish-net 
patch pocket. Write Today’s Secretary for stores. 
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A perfect cotton for dancing under summer stars: Emily 
Wilkens’ sweet but smart party dress of “Everglaze” 

moiré on embossed cotton satin, with demure fringe trim. 
Comes in blue, chartreuse, and white (about $29.95). 

For name of store, write Today’s Secretary. 

















On the sophisticated side, this side-vent jacket by 
RKorday, inspired by the embroidered garb of the 
East Indian sailor. In red or blue sailcloth (about 
$15.95). Write Today’s Secretary for name-of store. 
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One of the season’s slick tricks: a sleeveless 
dress that’s print on one side, solid on the 
other. Bonus is the cover-up jacket that’s 
also print-and-solid reversible, giving you a 
total of six ways to wear it. By Barmon, 
(about $8.95). At Frederick & Nelson, 
Seattle; Maurice L. Rothschild, Chicago; or 
write Today’s Secretary for name of store. 
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she finally did get to the office, ~ 74. 
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by A. E. Klein, Ph.D. 


utting Down 


Your 


esitafiOn 


W RITING A LONG, UNCOM- 
VION OUTLINE start 
to finish with scarcely a pause is an 
ut that 

When an 


writes one 


from 


never ceases to amaze. 


accomplished teacher 
on the blackboard, it is 
But. when 


exciting to see vou 


watch an expert write an unusual 
uutline with nonchalance in the 
midst of a dictation passage, the 
tect is overwhelming. 
L recall watching Martin Du- 
iw, the world’s champion short 
ind writer, taking testimony dic- 


prcbicss: geiko 
ition while demonstrating betore 


1 court-reporting class. Right in 
the middle of th take, he encoun 
tered the word embroidery. Now, 
vou and I know that this is a word 


that seldom. if ever, occurs 1n or- 
Without any 
Mir. 


tossed it off his pen, with the ra- 


: 
dinarv dictation. ap- 


parent hesitation Dupraw 
pidity and ease of a juggler tossing 
half a dozen objects in the air. 
Most of us, undoubtedly 
hesitated at 
writing that outline while taking 
dictation. 


would 
have 


some point in 
Some of us would even 


hesitate when merely copying it 
from a shorthand model. 
The difficulty 


executing 


thought of 


encountered = in 
otten 
but, as I 
have mentioned in preceding ar- 


such outlines is 


as phy sical 
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Time 


ticles, it is purely mental. If you 
have a clear mental concept of 
every detail, you will find that you 
have no trouble at all in dashing 
the form off. Try looking at the 
shorthand outline long enough to 
fix in mind every detail and then 
write it as rapidly as you can. Now 
and then this procedure fails to 
work. But even stubborn cases will 
respond when the right approach 


iS used. 
THe LATE HAaroLtp BAUER, THE FA- 
MOUS PIANIST, switched from the 


violin to the piano when he was a 
grown man. Realizing that he had 
no time to go through years of 
purely mechanical work in order to 
develop a concert artist’s technique 
on the new instrument, he worked 
out a plan that would reduce the 
necessary practice to a minimum. 
He picked out the passages in musi 
that he 
caused him the greatest difficulty. 
Analyzing these, he found that in 
every such passage there was “one 
special sticking point’ and that 
the entire passage could be played 


cal compositions tound 


easily once he found the right way 
of tackling this difficulty. 

The same holds true of some of 
the shorthand outlines we encoun 
ter. There may be some one “stick- 
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ing point’ that causes us to hesitate 
overly long or to lose time unneces 
sarily. Very oftén it is some join- 
that 
occurs in words like announce, pro- 
nounce, ete. Or it may be the 


ing in a word like strenuous. 


ing perhaps the jog joining 


end- 
Con- 
centration on these points in the 
writing will enable you to cut down 
considerably on 
time. 


your hesitation 


SOMETIMES A COMPARISON of the 
difficulty within 
the range of your experience will 
change vour attitude and eliminate 
the source of trouble almost mirac- 
ulously. For instance, if you think 
of the jog joining in the word an 
nounce as a streak of lightning and 
use the same swift motion in writ- 
ing this would in 
making the streak on paper, the 
difficulty will disappear at once. 
Experts Leslie and Zoubek liken 
the uous ending in strenuous, con- 
tinuous, etc., to the writing of the 
longhand letter n. When thought 
of in this manner, the difficulty 
ceases to exist. 

Not all difficulties, however, are 
solved so simply. You will have to 
find out for yourself by writing the 
specific joining in different ways 
just how to overcome your “sticking 
points.” Tackling \ writing 
problems in this way. makes the 
study and practice of the art of 
shorthand writing a challenge to 
your wit and ingenuity. 


with something 


word as you 


yvour 


IN ALMOST ANY LESSON you Copy 
from your shorthand books or in 
the day's dictation in school or in 
the office, you may encounter a 
few containing “sticking 


points” for you. I recommend that 


outlines 


you spend two or three minutes 


each day analyzing these few 


troublesome outlines in order to 
learn to execute them with more 
facility. A little thought given to 
their execution, without even put- 
ting pen to paper, will reveal the 
troublesome spots. Concentrate 
solely on these points until the dif- 
ficulty is solved. 

If the words vou choose for this 


ch ill are 


families with similar 


“fluency also members 
of groups or 
joinings, vou will not only be mas- 
tering the writing of these particu- 
lar outlines, but also the execution 


of hundreds of others. 








/ 


i 








FP AE ET cer 


aye > 


ger eT Nee a 


... 2 


You may be surprised to find how many salable qualifications you have 


Six FILE = 


EVERYONE YOU WORK FOR ~ - Co _ Ff 


MS this 


al F a eat Uy Cc TAA o 
a oA ) ( — é . 


an 


7 Coy ER 


ee aa er ers 


—— 
ae 


Y” 


mae ae \ 


Font a celioert il 
Zz 0 ee Bal FM ue Mn 


we 





ak hit ae 
iD ee 0 «ta a 


la ria 


aa 


a 


(_.. 
a OP gg re Ve i” a Fl 


gat OD 
Ce. aa IOC § 
awn ites & Zz Wa a 
— > any Any achievement, S” 
— - 179 i ee in 

< — wg eee es ar 
mp iy ut Bey 2 co 

; y 

Cans oe os 


TODAY'S SECRE’ 





TARY e June 


by John F. 


BOD we 2 Am 


Sullivan 


se 


a OU ey 


Gav 
ae a aes — rey 
oZ 


e — - = f a —_— . Fd A YL 


a —z 2 - 2 
( ode a 
a > =e Bice 24 4 , oAn_ 


ee Ce. —_— 29 “4 LS 
—y a 
Ca—_ Fs FO” mgt OO @ VA 


ee ee ee ee 
oP MY ir iat , ht TP ms 
ait 9 aa aa 


ee al fF ces im 
o y 9 
p_. er la C- 





195] iS 














a ah> All that has been 
a 


said about high school onsale J 77 
oN. ea Ce F me Pg 


So LCAne (£7 2- 


fo 
Dairy 7 6 F< i G ta a (fe 


os a Fitts oe, 
- ae 
Fe — et a 











This is not an attempt to 


give you a complete list, ( -© ___-_ 


ay m— Cr). Pan 3 Ya c 
> jee a were Ge as — 
ef wi Ze. ot 7 ea po” Pmt 


pee Fa 


A > t+ 7G» a At 
Ce i a ae. ae ctf 
——. <i is gh sq 
Yo bow. 24 
“Ct, OS —y TR 


There is almost no limit. oP of (a 
Pee ee — SOF. ee 


es bw. am 
{21.2 — ch 
A et ae a a 


(Continued on page # 









35 TODAY'S SECRETARY e June, 1951 

















Photo by Ewing Galloway 


<) YOUR OFFICE AND YOUR 









, yew CAN LIVE as cheaply as one—or, well—uh- 
almost. That good old pay envelope is pretty hard 


to forfeit the day June wedding bells ring. 





If a secretary wants to continue working after she 





is married, she should talk it over with her boss. Even 





when she thinks she knows his views about married 





women working, she cant be too sure. He may be SO 





easygoing and noncommittal about things that she 





will assume he doesn't care one way or the other, only 





to find that on the subject of a married secretary he 





has very decided opinions. 





And it can be the other way around. He may have 





proclaimed loudly and often that a married woman’s 
place is in the home; but when faced with the loss of 
# capable girl he may change his min. 







In bringing up the subject of working, a secretary 


could say, “I'm planning to be married in June... 









by Marie L. Carney 


Author of Etiquette in Business 


but I'd like very much to work for a while afterwards. 
Would that be agreeable to you?” 

The talk is just between the two of them. A girl 
shouldn't go around asking everybody in the firm if 
they think she should keep on working. This is not 
a matter for general voting. 


INVITING THE EMPLOYER TO THE WEDDING? A secretary 
is guided best by her feelings. As a general practice, 
when the wedding is to be a small one, limited to the 
families and a few close friends, she invites her em- 
ployer and his wife if they are good friends outside 
of business, too. Otherwise, they are not included. 
Even though a secretary may never have met her 
employer's wife, she includes her in the invitation. ) 
When a wedding is to be quite large, with a long 


(Continued on page 478) 
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with Underwood 


Look at these 
PERFECTLY BALANCED 
LETTERS... 


At the right, you see a specimen of a letter 








with a short text. Here perfect balance and the 






resulting neat, trim appearance offers no prob- 






lem. Merely set the “See-Set” Margins for a | 





5” writing line. And, as you can see, the text | Eventicial sop, Students Fi 






is perfectly centered on the letterhead. 
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The sample at left shows a specimen letter 


with a lengthy text. A balanced writing line 









Hany E. hark. F ; y , . 
| aa serened Rept’ was achieved merely by setting Underwood's 1 
; new “See-Set”” Margins for a 6” writing line. y 
A quick, simple procedure . . . with every 
: | operation right before the operator's eyes. : 
rr a Ou | 
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POnly Underwood's Exclusive “See- Set” Margins Don’t fail to see this exciting new sersaapie-sinio yaa 

Hod Scales give you perfectly balanced letters the “See-Set” Margins and Scales. Your local repre- 
ith a minimum of operations...and no bother- sentative will be glad to arrange a demonstration. 
ome arithmetic. 
‘hy? 


______ Underwood Corporation —_—— 


A ~ dA 


1, You see what you set. pci diain Mechta. dtiaiascisltiia wisaliiidinns.. 
2. You don’t move the carriage to set the Corbon Poper...Ribbons 
a : One Park Avenue, New York 16, N. Y. 
3. Youset both margin stops at the same time. 











1 Limited, Toronto |, Canada 
Zou can center paper faster. You center titles Soles ond Service Everywhere wh, 
ster. You center text faster. 7 ; 
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Glue, Paste, 


and Sih 





by Homer Smith 


Director of Product Information, National Stationery and Office Equipment 


Association, Washington, D. C. 


HAT DO YOU ASK FOR 
when you go to your station- 
ers to buy something to stick to 
something Glue? Paste? 
Cement? Or just plain “stickum’? 
Most of us ask for one thing when 


else? 


we mean something else. And even 
if we do happen to hit the right 
name, we might not be using the 
right adhesive for the job we have 
to do. 

Most office sticking jobs involve 
paper, so youll want to consider 
the big three in this category: 
Mucilage, White Paste, Liquid 
Paste. Here, very briefly, are some 
of their plus—and minus—proper- 
ties: 

e Mucilage spreads easily and 
dries quickly but makes the 
fingers gummy. Invaluable 
in the shipping room. 

e White paste is cleaner but 
it does not spread so easily 
as mucilage. Good for 
mounting photos or working 
with crepe paper. 

e Liquid paste combines the 
virtues of the two: ease of 
spreading and cleanliness. 

There is not much difference in 
strength between these three ad- 
hesives, but many think mucilage 
is stronger, probably because _ it 
looks more like glue. It is definitely 
preferred in the shipping room be- 
cause it spreads easily over wide 
areas when a brush is used. When 
brushed over labels, incidentally, 
mucilage makes 
sistant. 

Youll want to have white paste 
on hand for lots of jobs: mounting 
photographs in the company scrap- 


them water re- 
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book, for instance. It’s pertect for 
this because chemicals in the photo 
printing just may react on the other 
two and cause a yellowing of the 
better for 
paper work because the moisture in 


prints. Its also crepe 
mucilage and liquid paste shrinks 
crepe paper and sometimes even 
changes its color—a point to remem- 
ber the next time you decorate the 
cafeteria for an office party. 


Now THAT WE HAVE MENTIONED the 
old standbys for sticking paper, let's 
talk about the most outstanding of 
all adhesives for paper, Rubber Ce- 
ment. Its popularity is constantly 
and, use it 
for paper, you will probably con- 
tinue Mucilage, 
paste, and liquid paste are water- 
base adhesives that tend to wrinkle 


increasing: once you 


using it. white 


and stretch the paper. Rubber ce- 
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ment has a solvent similar to dry 
cleaner. And it will not affect the 
paper. 

Rubber cement spreads _ easily 
and makes a smooth, flexible bond 
regardless of the thickness of the 
paper. Excess cement can be 
rubbed off easily, leaving the paper 
clean. 

Rubber cement is compounded 
for many purposes, so be sure you 
ask for the one made for sticking 
paper. Since the solvent evaporates 
rapidly, keep the cover on_ tight 


when not in use. Solvent can be 


_ bought separately at vour station- 


ers to keep the cement at the right 
thickness for easy spreading. 
When the fail, a Latex 
Adhesive will probably do the job. 
It will stick almost any two mate- 
rials together if 
slightly 
leather, felt, and cloth because it 


others 


them is 
fine for 


one of 
porous. It is 


does not impair their flexibility. 

Glue, the oldest of the adhesives 
mentioned, is rarely used around 
the office. many glue 
formulas and many uses, but most 
for industrial or crafts 
Glue has great strength but 
comparatively little flexibility, so 
we find it used principally to stick 
two. stiff, slightly porous objects 


There are 


of them are 


use. 


together under pressure. It is most 
often used in woodworking, 
furniture manufacturing. It 


as Il 
lacks 
the convenience of the other ad- 
hesives, takes longer to set. and 


usually requires presses, clamps 
or some other means of holding th 
parts together until dry. 
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‘The good reporter is expected to hear everything, 
understand everything, and transcribe it all. . . .”” 
An expert tells how he does it, even “‘under fire” 


First Aid for Those 
‘2 Didrit +tean 3" Blues 


A REPORTER CAN, and fre- 
A quently does, experience the 
“all alone” feeling that comes to 
any person caught up in circum- 
stances Over which he has no con- 
trol and wherein he is dependent 
solely upon his own resources to 
survive. 

He may be sitting in a com- 
ortable chair in the midst of a 
irge group of individuals at a con- 
terence table but still have the 
sense ot being a Very solitary per- 
son. It may be because the speed 


of the speakers is rising. 


I 


It mav be 
J . —. 
because, in the heat of discussion, 
decorum vanishes and two or more 
speakers join in a chorus at the 
same moment. Or, more frequently, 
it may be that some speaker utters 
word. 


that the reporter does not hear dis- 


a phrase, or a quotation 
tinctly or does not know. 


In any event, he is a_ solitary 
soul, as lonely as if cast up on an 
ininhabited island. He cannot con- 
econ 
iQ)}i 


the speed of the speakers or 
their parliamentary manners; nor 
in he be familiar with every piece 
f human knowledge that man has 
ccumulated since time began. He 
innot halt the proceedings, he 
annot shout for help, and pride- 
nothing else—prevents him from 
isting down his pen or throwing 

it the offending speaker. (Re- 
porting folklore has it that a court 
reporter once did throw an inkwell 
i witness who talked too fast and 
00 much; and may I say editorially 
that I fully credit the story. 


1+ 


+ 


+ 


IF If WERE ONLY A QUESTION OF 


SPEED. that is a subject that is fre- 


by Charles Lee Swem 


quently discussed in these pages— 
the means of acquiring it; what to 
do with it when one has it; and 
what to do when one docs not pos- 
sess enough of it. To my mind, 
an even greater hazard to the re- 
porter—the one that makes him 
feel so helpless at times—is the 
word, the phrase, or the quotation 
with which he is not familiar. 

No shorthand writer can know 
everything that emanates from the 
mind of another. Knowledge that 
may be special property of one may 
never come within the ken of an- 
other. 

Yet, paradoxically, the reporter 
is somehow expected to hear every- 
thing, understand everything, and 
transcribe it all with the proper 
number of vowels and consonants 
arranged in correct sequence. And 
(still paradoxically) the reporter, 
in a surprising number of impos- 
sible instances, does just that—and 
does it by the simplest possible 
means in the world. He or she 
“looks it up in the dictionary.” 

It is not always that simple, how- 
ever, and very few stenographers 
become poised, competent report- 
ers simply by knowing the alphabet 
and possessing a dictionary. Un- 
familiar sounds rarely come to the 
ear distinctly. Sometimes only one 
or two syllables are heard; some- 
times, if the unknown phrase _ is 
lengthy, it comes to the ear as 
a meaningless conglomeration of 
sounds. In such instances, diction- 
aries, as such, are useless. The 
reporter must be a better word re- 
than the 
who uses the dictionary. 


searcher stenographer 
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No spreciFic courRsE in word re- 
searching can be prescribed for 
guidance, except to say that an 
awareness not only of what words 
and expressions mean, but also 
where they come from, must be 
part of every ambitious shorthand 
writers mental approach to report- 
ing. As a matter of fact, the suc 
cessful reporter almost unconscious- 
ly makes that approach. It is al- 
most impossible for one to become 
an efficient reporter without be- 
coming more than normally con- 
scious of his tools—words. 

A thesaurus is frequently more 
valuable to the reporter than a 
dictionary, and a book of familiar 
quotations may often be the golden 
key to something unfamiliar or in- 
distinctly uttered. A good practical 
knowledge of Greek and Latin root 
words is probably the best aid of 
all, whether acquired through fo 
mal study or by other means. It is 
an established fact that reporters 
who notice derivations, etc.,. when 
they consult the dictionary acquire 
an impressive knowledge of basic 
roots. 

The very minimum library of any 
one who writes shorthand for a 
living should be an unabridged 
dictionary, a thesaurus, and a book 
of familiar quotations—plus a fa 
miliarity with, and a genuine inter- 
est in, the use of them. Perhaps 
when some enterprising publishe 
designs a microform encyclopedia 
that will fit in a voung lady's purse, 
that too mav be added 

For, second only to knowing a 
thing, is knowing where and how 
to learn it. 
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Winner of the Grand-Prize School Cup—Woodbury College. Los Angeles. California 


Moet the VGA. Caner 


NCE AGAIN The Internation- 
al O.G. A. Contest brought 
many thousands of specimens of 
beautiful shorthand notes from the 
four corners of the earth—18,297 to 
be exact. In addition to the indi- 
vidual prizes, there were 3,297 win- 
ners of the beautiful gold O. G. A. 
emblem pin—the largest number of 
pins awarded in any O. G. A. Con- 
test of comparable size. 
Neither virus, nor war, nor rag- 
ing storms could daunt our Gregg 
nthusiasts. Their Contest entries 
poured in from dawn to dusk on 
March 1 until every nook and 
cranny of our offices was filled. 
!'We've room to show but a few.) 


by Florence Elaine Ulrich 


Director, Gregg Awards 


TRAINING A TEAM of students to 
win a school prize or an Honorable 
Mention Certificate in the O.G. A. 
Contest is a highly commendable 
performance. We are proud of you 
teachers, students, and Gregg 
writers whose participation in the 
Contest made it such a grand suc- 
cess. Many of the students wrote 
a style that veteran shorthand 
writers would have been proud to 
claim. 

Some of the prize-winning speci- 
mens will be held for reproduction 
and analysis at a later date in order 
that you may compare the notes 
with your own and benefit from 
the remarks that we shall make 
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regarding them. The value of the 
O. G. A. Contest is in the incentive 
it provides for practice to improve 
shorthand writing style. Thousands 
of teachers use this Contest year 
after year as a means of focusing 
the students’ interest and attention 
on good notes during the formative 
months of training. 


IN TRIBUTE to the magnificent job 
done, we now turn these columns 
over to the Contest winners. The 
prize-winning lists tell a vivid story 
of successful accomplishment. 
Congratulations to you all! We 
are proud of the work you did- 
just keep it up out on the job! 
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First Place, Parochial School Division—Assumption Commercial College, Bangkok, Thailand 
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Place, High School and College Division—Wallace Rider Farrington High School, Honolulu 


First Place, Private School Division, Philippine School of Commerce, Manila 
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Grand Prize—Thelma J. Bailey 
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A of the many beautiful Contest budget covers received this year are being shown here: Left to right 
(top row) SM. Joseph Academy, Pendleton, Oregon; Saranac Lake High School, Saranae Lake, New York; St. 
Margaret’s Academy, Minneapolis, Minnesota; Alma High School, Alma, Michigan; St. Teresa’s Academy, Boise, 
Idaho; Shinnston High Schoo!, Shinnston, West Virginia: (second row). St. Boniface Business School, 
Philadelphia, Pennsylvania (Juniors); St. Patrick’s Commercial High School, Frederiksted, St. Croix, Virgin 
Islands; Noire Dame Seeretarial School, Montreal, Canada; St. Mary’s School, Ladysmith, British Columbia, 


Canada; St. Franeis High School, Lafayette, Indiana; St. Boniface Business School (Seniors) : 
\ y K ' I ( I Be } rs Valley Wa Academy, Mt 
\ s H s Tek ‘ ( cs s ie M Elsie 
S Cla r M \ I \ Vv. D Mrs. Ma her i 
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We interrupt our series of Reference Charts in Gregg Simplified to bring you a Vocabu 
‘ , 
larv of Military Terms that wil] run through several issues of the new volume. The first 
7 . be aie , : ih 
of three compilations of “Navy Terms in Gregg Simplified” will appear in next fall's 
issues. to be followed by a similar series for the Army, and possibly for other Services 
° : 2 , } 
if this teature proves popular. e Che September list vives you tw pages I genet 
Navy terms—almost 300 words. Che second of the series will include outlines for Navy 





personnel ranks and rates: the third common Navy phrases 
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speed, divide total by number of minutes; or, to get net speed, 


Words 

I do not know what started the war 
between Grandma and the woman who 14 
lived next door; and I do not think that, 22 
by the time I came along thirty years 30 
later, they knew themselves. But the fight 3 
that started when they moved next door +4 
to each other as brides was still being 54 
waged in a vigorous fashion. 60 
If Grandma won one battle, her neigh- 
bor won the next. In addition to these 
major engagements, constant sallying and 84 
sniping went on back of the main line of ° 
fire. For example, when as children we 10) 

visited my grandmother, part of the fun 
was making faces at the impossible grand- 110 
children of her neighbor. We used to chase 125 
their chickens and eat grapes off their side 134 
of the fence, and put snakes in their rain 142 
barrel. Of course the children next door 151 
got back at us; for never a windy washday 159 
went by but that our clothesline mysteri- 167 
ously broke, and the sheets were dragged 175 
in the dirt and had to be done over. 1x3 
I do not know how Grandma could have 1% 
borne her troubles if it had not been for 1% 
the household page in the daily paper. This 20s 
page had a department that she dearly 215 
loved. It was composed of letters from 223 
readers to each other. If you had a prob- 232 
lem, you wrote a letter to the paper sign- 240 
ing some fancy pen name. Other ladies 24s 
who had the same problem wrote back 255 
and told you what they had done about it. 203 
Very often the problem introduced other 271 
subjects in which there was found a mu- 279 
tual interest. In that case, you could go 2s8 
right on writing to each other through the 296 
household department of the newspaper. 304 


~ 


For a quarter of a century, Grandma cor- 312 
responded with a woman who had the pen 320 


June Competent Typist Test 


To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each add.tional 3 strokes typed. To get gross 


Adapted from “Grandma and the Sea Gull.” by Louise Dickinson Rich, published in the Woman’s Home Companion 
The Reader’s Digest 
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subtract 10 tor each error before dividing by number of minutes. 


W ords 
name of Sea Gull. She told this woman °-5 
things that she would not breathe to an- 335 
other living soul. They discussed ther i. 
children, their canning, their new furni- 352 
ture, their joys, and their disappointments. 361 
Grandma considered this correspondent 368 





her truest and best friend. 374 

When I was about sixteen, the lady next 3:2 
door died. In a small town, no matter 39 
how much you may dislike a person it is 39 
only common decency to run over and see 40 
what practical help you can be to the rest 415 
of the family. When Grandma went over 42 
to offer her services, she was put to work 431 
cleaning the parlor. There on the parlor 439 
table was a huge scrapbook, and in the 4/ 
scrapbook, pasted neatly in columns, were 45 
her letters to Sea Gull over the years. 46 
Grandma discovered that her worst enemy 472 
had been, in reality, her best friend. 4s 

That was the only time I ever saw my 4 
grandmother cry. She was crying for all 4% 
the wasted years that could never be re- 5 
gained. That was the day when I first 5 
began to suspect what I now believe, with 5 
all my heart, to be true. People may seem % 
to be perfectly impossible to live with be- 5 
cause they seem so mean and small and * 
sly. But, if you will just take a few paces = 
to the left and look at them again with the *F 
light falling at a different angle, you may °F 
find that there is something good about © 
them that you can like. We are not all as * 
bad as we may be painted by those who: 
are out of harmony with us, nor yet as ° 
good as we wish that we could be. But, if! 
we would all remember the golden rule, 
we would find the world a place of greater 
joy. 


; ¢ 
(If necessary, repeat from the beginning to complete a ten-minute ! 
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Transcribing Speed Practice 


The material below is the same as the C.T. Test across 
and from shorthand. 


the page, 
Compute your rate 
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and it is provided so 


on this word-counte 


d material 





that you can test and compore your speeds of typing from print 


in the same way you do when typing the C.T.) 
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START A FILE ON YOURSELF 


(Continued from page 458) 
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“L haven't much experience, sir. They always seem to fire Q) Cc é . P 
a before I get any.” , a 2 ‘cad eT a * & 
) 6 a aes ) 
Those Were the Days! 7 ‘al Pe are ages © =<. 
—S typewriters first came into use, there were no 7 
type writing manuals to give instruction in the ypera (? a 2 co mgm 7 . ~~ e 
tion of this useful but complicated device. When typing wg y, L 


manuals did begin to appear, conflicting methods advised _< a, _ — “> wi 
tvping with the first two fingers only, then with three fingers 
f each hand, and—later—with all four fingers of each hand: oD 2 ; / 35S) 
but it was not until 1900 that typing manuals finally agreed 


m the present svstem. 











. : P ; : Kev to Answers 
Know Your Stapling Vocabulary ? ; 


. _ 2 3—h 4—e sj 
» SEE WHETHER you can match the terms given in 6—k 7} 8» “a 10—¢ 
Column | with the definitions in Column 2. 11—i 12—4 13—b 14—m 15—o 
















l. Desk a. Small, portable stapler that you squeeze 
stapler like scissors. 

2. Tacker b. Flat top of a staple. 

3 Clipless c. Special stapler for driving staples into 
fastener hard surfaces, as in fastening labels to 


wooden boxes. 










$. Pins d. General office stapler. 

5. Legs e. Staples whose legs are bent out instead 
of in. 

6. Throat f. Staples whose legs are bent in, in the 


usual way. 







































7. Anvil g. Staples that are shaped and cut, by the 
machine, from a spool of wire. 
8. Body h. Machine that cuts “tongues” of paper and 
folds them into a slit to fasten the pages 
together. 
- 9. Plier i. What a desk stapler rests on. 
steoler 
10. Wire-roll j. Vertical sides of a staple. 
staples 
ll. Base k. The open space between the base and the 
body of the stapler. 
12. Clinched l. Metal plate which bends the legs of the 
staples staple. 
13. Crown m. Metal plate which can be adjusted so 
that legs may be bent in or out, as desired ly 
14. Combination n. Main part of stapler, containing the slid- // ai 
anvil ing, working parts. Mere 


— $s/ 42 
15. Frozen o. Series of staples held together by varnish, ae VLVMEL, 


staples type of staple used in most desk staplers “Well, of course it doesn’t balance if you count every 


Key to answers in next column, lithe penny!” 














PODAYS 





SECHIETARY e@ Jrne 





1951 














ry 


10 (15) 
10 (14) 
10 (13) 


10 (11) 
10 (10) 


For a Seed Drive 


by Alan C. Lloyd 


rH WPISTS, whether they are paid 
by cash or by grades on a re- 
port card, usually plunk on and on 
it the same old speed. Some office 
nanagers claim they can tell the 
tvpists on their staffs by listening 
to them type. That rippling 80 is 
Josie, the spurting 60-then-70_ is 
Bill, and the click-click at 55% is 
sure to be Marianne. 
Want to get out of your rut—add 
i neat 5 wa m today? The loaded 
sentences and the goal-chart 
ibove) will do the trick if you 
vill follow directions. 
The sentences, you ve probably 
noted already, are loaded with the 
isiest and commonest business 
vords; it's typing these easy com- 
mon words that will help you skip 
ut of your typing rut. Each word 
is a short word of one syllable; 
that’s so you can say each word as 
you type it, for saying a word (out 
loud, if possible) keeps you from 
spelling it and. thereby, speeds 
vour typing. 


EACH SENTENCE has 50 strokes in it 

counting two spaces after the end 
period), or ten “standard” words. 
‘TF you were to type all six lines in 
minute, or six copies of one line 
a minute, you would be typing 
it 60 wam. 


in 


\ second glance reveals some- 
thing more: There are fewer actual 


‘3 ; 
vords in each succeeding sentence 


15 in the first, 14 in the second, 
and so on down to 10 in the last. 
This means that the first sentence 
will be the easiest to type and the 
last will be the hardest (unless you 
are already a high-speed typist— 
experts find that having to hit the 
space bar often slows them down 

The chart is probably obvious. It 
tells you how many minutes (be- 
fore the colon) and seconds (after 
the colon) it should take to type 
so-many words at such and such a 
speed. To type 30 words at, say, 
50 wam, youd have to type them 
in 36 seconds. To type 70 words 
at 75, you would have to type 70 
words, or seven lines, in one min- 
ute and five seconds. 


The chart is given so that you 
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can time yourself, If there is some 
one who will give you one-minute 
timings, substitute “a one-minute 
writing’ for each “write three lines” 
in the directions below. 


Now, THE PRACTICE ROUTINE. Fol- 
low these rut-jumping steps. 

First, take a one-minute timing 
on this month’s CT, page 474, to 
get your present rate. Now, re- 
ferring to the column headings in 
the chart, select the second head- 
ing above your CT rate. If you 
typed the CT at 48, for example, 
select 55; that’s your goal. Put a 
check mark above the column, for 
it is your “goal column.” 

Second, repeatedly type each 
sentence three times (as a triplet 
until you can type the 30 words 
(three lines) within the time in- 
dicated for 30 words in your goal 
column. You'll make it quickly. 

Third, type the first three sen- 
tences until you can do them in 
1-2-3 order within the time shown 
for 30 words in your goal column. 
Then type sentences 2-3-4, then 
3-4-5, and finally 4-5-6 until you 
make the goal on each threesome. 

Fourth, type all six sentences in 
rapid succession until you can do 
the whole series within the time 
indicated in your goal column for 
60 words. It'll be easy! 

Fifth, go back to the CT and 
test yourself—and watch your fin- 
gers fly along at your new rate. 

Sixth, breeze through the series 
of sentences as a warmup drill each 
day for two weeks, to keep your 
fingers from sliding back into the 
old rut again. Then, start the whol 
routine over with a new goal when 
you get the next CT. 











YOUR OFFICE AND YOUR WEDDING 


(Continued from page 459) 





list of guests, an invitation is likely to be sent, regard- 
less of any social acquaintance. 

The outside envelope is stamped and addressed to 
Mr. and Mrs. John W. Jones and their home address; 
the inner envelope has no glue on the flap, and it is 
addressed only Mr. and Mrs. John W. Jones. 

If a secretary wishes to invite other members of her 
employer's family with whom she is on very friendly 
terms, she mails separate invitations, say to Miss Mar- 
garet Jones or to Mr. and Mrs. John W. Jones, Jr. 


WHEN AN ENGAGED GIRL RECEIVES A PRESENT from her 
friends at work, it is not always totally unexpected; 
so no one will expect her to put on an act and make 
exaggerated exclamations of surprise. They will expect 
her to show happiness and genuine appreciation over 
it, however. 

For a shower present it is not necessary to send a 
thank-you note or card to co-workers in addition to 
verbal thanks, although many girls do so and find it 
greatly appreciated. But handwritten thanks must 
always be sent for a wedding present. Even if a bride 
comes right back to work after her wedding trip, she 
must write. 

It may seem like an unnecessary waste of space here 
even to mention writing, much less to emphasize it, 








YOUR BUSINESS CLUB 


CAN FINANCE ITSELF—its pins and 

$ certificates, parties and projects—by $ 
selling subscriptions to TODAY'S 
SECRETARY. Write us for full sub- 


scription information. 


Today's Secretary 


330 West 42nd Street, New York 18 





yet I have known of many callow discourtesies on the 
part of girls who received wedding presents from the 
group at work. One girl, who was given a lovely 
floor lamp, sent a picture post card a year later to say 
that she was having a wonderful time visiting relatives 
in New York, adding, “By the way—thanks for the 
lamp.” 

Another girl told one, and only one, friend at work 
that she and her husband had received the table the 
group sent her and that it was the nicest present they 
had; but, although she continued working after she 
was married, she never spoke about the gift to anyone 
else in the office. 

No form for a letter is suggested here. The best 
note is the spontaneous one typical of the writer. If 
anyone finds it hard to start, she might comment on 
the beauty or pattern or usefulness or color of the 
gift, or tell how perfectly it fits in with the color 
scheme or furniture arrangement of their home. 


UsuALLY A BRIDE WANTS TO INVITE THE CROWD, €s- 
pecially the girls, to her apartment after she and her 
husband are settled. If she is working, she can invite 
each one personally; no written invitations are neces- 
sary. If she no longer sees her friends every day, she 
can either telephone each one at home in the evening 
or write little notes. Sometimes a girl has left it to a 
close friend in the office to pass the invitation along, 
but this is not the gracious way to do it. 

If she is working, she won't be expected to prepare 
dinner for the whole “gang.” She sets the time for 
“about eight o'clock.” If she is at home all day and 
wants to give a dinner, she had better keep it fairly 
simple unless she has had plenty of previous practice 
in cooking. Producing a “company” meal takes much 
more time than the beginner counts on. 

A girl needn't worry about entertainment. Seeing 
the new place and all the wedding presents, and look- 
ing over “the man” in his natural habitat will give 
everyone as good a time as a $4.80 show. 








The GREGG RECORD TIMER 


for developing typing speed at home 


@ A break-resistant 12-inch, 78 r.p.m. double-faced 
record designed for timing straight-copy typing tests 
and timed writings. Eliminates clock watching and 
assures accuracy in starting and stopping signals. 

$2.00 Each 30-second interval marked by bell. Each full 

. minute up to five minutes marked by bell and voice. 
Use this record and a copy of Bowle, Typewriting 
plus Speed Tests, to make your leisure hours pay divi- 
postage dends in increased typing speed and skill. 


net 


Order today from nearest Gregg office. 


THE GREGG PUBLISHING COMPANY 


New York 18....:..330 West 42nd St. San Francisco 4 68 Post St. 
Chicago 6 111 North Canali St. Dallas 1........ 2210 Pacific Ave. 


























“IT hope you enjoyed your vacation, Mr. Jenks—we 
certainly did!” 
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Membership Test Material 


Shorthand Test 
Instructions 


Copy the tests here in your best style 
of shorthand, trying to make your notes 
look as nearly as possible like our expert 
penman’s notes alongside. The tests may 
be written in one or in two columns, on 
your regular notebook paper or on any 
other stationery that will allow you to do 
your best work. Ruled paper helps keep 
your writing uniform. 

The Junior Test is offered to enable the 
writer to see whether he is practicing cor- 
rectly. It may be taken as soon as the 
copy can be written creditably. The Mem- 
bership Test is offered for those who 
feel that they have developed a good 
practical style of penmanship that will 
assure accurate transcripts on the job. 
Acceptable specimens entitle the writer to 
membership in the Order of Gregg Art- 
ists (O.G.A.). 

Test papers are judged on (1) the 
smoothness and fluency of the notes; (2) 
the formation of the characters as to prop- 
er curve, slant, and joining; and (3) the 
correctness of proportions maintained 
throughout the specimen submitted. A 
“Key to the Marking of O.G.A. Tests” is 
returned with any failing papers, which 
gives detailed criticism of the faults of 
style noted by the examiner. 


Style Studies 


A few words are selected each month 
from the Membership Test copy on which 
you may find preliminary practice help- 
ful. (Junior candidates may practice these 
forms with profit.) Writing over and over 
the printed outline for any word that you 
cannot execute easily (use a dry pen 
point) will give you the “feel” of the 
correct form; and writing an outline of 
your own over several times, one on top 
of the other, will show you whether you 
have developed good control. Note that 
there is practically no deviation in ow 
experts “rewritten” forms that begin the 
lines of Style Studies in the middle of the 
page. You can test your own writing of 
the basic forms by placing the Corrective 
Slide over your notes. 





A fee of 10¢ is required with tests sub- 
mitted for certificates, except for the 
Superior Merit or the Attainment Certifi- 
cates, which are 50¢ each. Pin awards are 
25¢ each. Applicants for both certificate 


and pin should remit 35¢ to Gregg Awards 
Dept., 330 W. 42 St., New York, N. Y. 











Junior O. G. A. Test 
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Junior O. A. T. 


This is an excerpt from Typing to Speed Victory 


r 
lest 


a wartime booklet issued by International Business 


Machines Corporation. Center heading in all caps, underscored. Use double space. 


TYPING TECHNIQUE The 
development of good typing tech. 
nique depends particularly upon 
learning how to make fast finger- 


strokes, using the correct touch, typ- 
ing with rhythm, and eliminating all 
waste motion while typing. 

The motion for making fast finger- 
strokes should originate in your hand 
knuckles, and the principal movement 
should be in your fingers—from the 
knuckles to the finger tips. It is easy 
to see that you can move your fingers 
quicker than you can your hands or 
arms. 

Excessive motion in your hands or 
arms while typing will cause you to 


Senior O. A. T. 


Nee instructions, 


PUNCTUATION SUMMARIZED 
For Ready Reference THE PE. 
RIOD (.) (1) At end of a complete 
sentence that makes a statement, a 
command, or a request. (2) After 
abbreviations—but only one is used 
if abbreviation comes at end of sen- 
tence. 


THE COMMA ((,) (1) To separate 
a series of words, phrases, or clauses, 
or two co-ordinate clauses. (2) Be- 
fore and after nonrestrictive clauses, 
(3) words in apposition, or (4) paren- 
thetical expressions. (5) After intro- 
ductory expressions or clauses, or (6) 
clauses out of order. (7) To separate 
contrasted expressions, (8) show im- 
portant omissions, or (9) prevent 
ambiguity. (10) To separate short 
quotations from rest of sentence. 


THE SEMICOLON (;) (1) To 
break up compound sentences that 
contain commas, or (2) where con- 
junction is not expressed. (3) Be- 
tween co-ordinate clauses joined by 
such conjunctive adverbs as accord- 
ingly, consequently, however, never- 
theless, otherwise, at least, etc. (4) 
Before for instance, namely, viz., etc. 


THE COLON (:) (1) To intro- 
duce enumerations, or concrete illus- 
trations of a general statement. (2) 
After the words following, in the fol- 
lowing manner, thus, these, two, three. 
(3) To separate compound sentences 
subdivided by semicolons. (4) Before 
long quotations. (5) After salutations 
in letters. 


THE EXCLAMATION POINT 
(!) (1) After a word, phrase, or sen- 
tence expressing emotion, (2) sur- 
prise, (3) command, or (4) irony. 


150 


use too much energy and raise your 
hands too high from the keys; your 
wrists will become stiff, your touch 
heavy, and you will tire very quickly— 
all of which will slow up your work. 

Hold your arms and wrists steady 
while typing. Make direct finger 
reaches for the keys and try to tap 
them squarely in the center, using a 
quick, resilient touch; then relax 
finger pressure the instant you feel 
contact with the keys, so your fingers 
will react quickly and be ready to 
type the next word. In fast typing, 
it is just as important, you will find, 
to release the keys quickly as it is to 
strike them fast. 


r . 
lest 
column 3 


THE DASH (—) (1) To show a 
break or an abrupt change in thought. 
(2) To set off parenthetical expres- 
sions not close enough knit for com- 
mas. (3) After run-in sideheads and 
(4) before credits at the end of quoted 
matter. (5) To show omissions of 
letters or figures. (6) Instead of 
parentheses, in informal style. (7) 
Introducing a summary of particulars 
(popular in sales letters). (8) After 
a series of clauses separated by 
semicolons that precedes the main 
clause. 


THE QUESTION MARK (?) (1) 
At the end of direct questions. (2) 
After each question in a series in the 
same sentence; e.g., But where are the 
stocks? the bonds? the evidence of 
prosperity? (3) In parentheses (?) to 
express doubt or uncertainty. 


THE PARENTHESES ( ) (1) 
To separate letters, words, or expres- 
sions having no bearing on the 
thought. (2) To set off letters or 
numerals from the text. 


THE APOSTROPHE (’) (1) To 
indicate possessive case of nouns. (2) 
To show omission of letters in con- 
tractions. (3) To enclose a quotation 
within a quotation. 


QUOTATION MARKS (“_ ”) (1) 
To enclose direct quotations. (Used 
only at beginning of paragraphs where 
quoted matter is more than one para- 
graph long, with closing quotation 
marks after the last paragraph only.) 
(2) To enclose special, (3) technical, 
or (4) slang expressions, or (5) words 
used aside from their original mean- 
ing. 
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(See page 479 for O. G. A. Tests.) 


Typewriting Test 
Instructions 

The Junior Test is a one-page plain 
copy test, for which typists are eligible 
as soon as they are able to copy the ma- 
terial without errors. Unless specifically 
instructed here, the candidate may use 
either single or double space in typing 
these tests, whichever will give the better 
arrangement to the copy being typed. 
Headings are to be centered. 

Since the purpose of the O.A.T. is to 
focus attention early on professional typ- 
ing standards, all work should be done 
with a good ribbon and should show an 
even touch and clear, clean typing, well 
arranged as to margin, centering, and 
alignment. 

Erasures or typographical errors will 
disqualify a test, but all tests may be 
practiced as often as necessary to secure 
the desired result up to the day 
ceiving the next month’s material. 


of re- 


Senior Test 


Typists must have qualified at 40 words 
a minute to be eligible for the Senior 
Test, although the test itself does not have 
to be typed at that rate because it involves 
problems of arrangement or production. 

The Senior Test copy for this month 
is to be arranged in either one- or two- 
page style. whichever you decide will 
make this summary the clearer for ready 
reference. Center the main heading and 
its subhead, and make a separate line for 
each of the nine side headings, instead 
of ruaning the copy in solid as we had 
to do here in order to save space. The 
paragraphs need not be indented under 
the sideheads unless you prefer to do se. 
Underscore all italicized words and any 
headings that you think will stand out 
more attractively underlined. 

Before you hand in your paper, see 
that your name and school address ap 
pears in the upper left-hand corner of the 
page. and make a note (in minutes) of 
the time required to type the test. 

(Note to Check 
work carefully against these directions 


teachers: students 
and the copy shown here. Try not to sub 
mit work that violates these directions 
or good typing arrangement.) 





All clubs of test papers should be ac- 
companied by a typewritten list of names 
to expedite checking and assure accuracy 
in making out certificates. June copy 
is good as membership tests for O.A.T. 
C.T., and O.G.A. until receipt of the 


September, 1951, issue. 
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your boss can’t read this! 








NEW WEBSTER:-CHICAGO 


emory 228 Vidtalion Machine, 














Why do secretaries claim the 
Electronic Memory is easiest to use? 


e Matchless “‘listenability”’ 

Exclusive Natural Voice Playback lets you listen 
to the boss exactly as he dictated. No more “missed” 
words! 


e Hand-free operation 

New Foot Control starts, stops the 228 with a 
touch of your toe, leaving hands free to type, 
answer the phone, etc. 

© Simple operation 

You don’t have to be an engineer to operate the 
228. Push-button controls make it as easy to oper- 
ate as your radio. 

¢ No “shaving” or “reprocessing”! 
Automatically erases previous dictation when a 


new recording is made. Just think of the time 
you'll save! 
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A new, simple way to dictate and transcribe is here... 
for Webster-Chicago has now adopted its famous re- 
cording principle for office dictation...resulting in a 
simple, compact, one-unit Dictation Machine that has 
every desired feature, yet actually costs less than a 
standard office typewriter! No wonder the Electronic 


Memory is a sensation wherever it’s used! 


WEBSTER: CHICAGO 


5610 W. Bloomingdale Ave. 
Chicago 39, Illinois 


£ Your local Webster-Chicago dealer will 
WwW be glad to personally demonstrate 

this amazing new dictation system for 

you and your boss. Phone him today! 


18] 








THE LATE MISS WINTHROP 


(Continued from page 455) 
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VIM, VIGOR, OR VENGEANCE 


(Continued from page 450) 





salt content helps to replace the salt lost from the body 
as you perspire. In any event, eat lightly—not too many 
iced drinks—and allow plenty of time after meals be- 
fore going swimming or climbing a mountain or play- 
ing tennis. 

Most important, take the sun in easy doses, sand- 
wiched between swims and plenty of shade. Remem- 
ber, that first week back at the office will be more fun 
if you show your snapshots and not your sunburn- 
peeling back. Eight hours in even the best posture 
chair can be a day of torture if your skin is hot and 
itchy and blistered. 

Watch your health and you'll store up enough fun 
to see you through the next fifty weeks with VVD 


vim, vigor, and distinction! 



















































































“London is calling on Line 3. I chatted a half hour to stall 
them while you were talking to your wife.” 


) ™ MARKWELL ¢: 
STAPLING MACHINES 1/7) 


For all stapling work! ‘” 


ais FASTEN-ATING” 


° T.MARKWELL 


CATALOG 


ON MFG. CO., INC. 


REQUE 
“a viele ltr.tt-) oa 
New York 13, N. Y. 





SOLD BY 


LEADING OFFICE 
SUPPLY DEALERS 
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TYPEWRITER RIBBONS 
Marathon, Classic, Rainbow, Pinnacle, D. H. & D. 


CARBON PAPERS .- Silk Gauze, Marathon, 
Commander, Rainbow, Pinnacle 


i 








Silk Gauze, 





Oh, she has plenty of friends all right. And there’s nothing personal 
to keep her from being the life of any party. 

It’s her typing. It just doesn’t look right. Letters come out spotty 

she does them over and over. Carbon copies are messy and she’s 
forever changing ribbons. Ugh! 

So, why doesn’t someone please tell her that she can avoid secre- 
tarial frustration by using Silk Gauze Typewriter Ribbons and 
Marathon Carbon Paper? 


Silk Gauze Ribbons are made of the finest, sheerest silk. That’s 
why they write sharply and cleanly—the way executives like their 
work. They're tough and durable—they’ll last as long as there’s ink 
in the fabric, so they don’t have to be changed for months. 


Marathon is a really wonderful all-purpose carbon paper. It gives 
clean, distinct copies and you can handle it without smear and 
mess. The carbon is in the tissue the way Columbia makes it—not 
just on the surface—so it lasts longer. 


Whatever is wrong with most girls’ typing can usually be righted 
@ with a Silk Gauze Ribbon and Marathon Carbon Paper. So 
oft: aN come on now. Be a real pal and tell her. 

ANS, - 

dine NY CotumBia Rippon & CarBon Mec. Co., Inc. 

Vain Office & Factory: 103-6 Herb Hill Road, Glen Cove, L. I., New York 


New York Sales and Export: 58-64 West 40th Street - Branch Offices and Distributors 
in Principal Cities + Consult your Local Telephone Classified Directory. 











EVERYTHING | 
You Could Ask For = 
In A Shorthand Pen... A 


/. You couldn’t ask for a more practical 
.. or a be.vcer writing pen than an 


Greqg- Esterbrook. And everything about 

it is Gregg-Approved! This includes 

pAfhproved the slim, easy-to-hold barrel as well 
iregg 


as the free-flowing, firm-fine 





point (+1555). 


You’ve never a worry about repair 
delays or point replacement with an 
Esterbrook Shorthand Pen. Should 

you ever damage the point you can 
replace it yourself. Simply unscrew 
the damaged point and screw in a 
new one. All pen counters sell 
Gregg-Approved Renew-Points for 





Esterbrook Pens. 


' 

| 
The price of an Esterbrook Short- : 
hand Pen is surprisingly low. Extra 
TO SELECT OR REPLACE | 
... HERE’S ALL YOU DO} 
In case of damage, jus 


unscrew the old point anc 
screw in a new one. 





Gregg-Approved Renew-Points 
(+1555) are low in cost, too. Only 


35c at all pen counters. 





THE RIGHT POINT FOR THE 


Ay 
WAY YOU WRITE 3? af, 
— “No. 1555 








Gregg -Approved 
Fott@tain Pen 

















